oy,

DEPARTMENT OF GENERAL SERVICES Schedule No. M2
RECORDS MANAGEMENT DIVISION : :
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 3
Agency : Division/Unit
Aberdeen Police Department Executive Assistant
Item Description Retention
No. .
[temization Begins on Page 2.
™
Schedule Approved by Department, Agency, - -| Schedule Authorized by State Archivist
or Division Representajive. : .
' \ Date l |-1°17
Date {74 . '
Signature / f,?)
Signature \ (+ ”U\
Typed Name
Title Chief of Police _

DG S 550-1 : : prepared by sechols; rev 6/14/2017



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. M-393

Page 2 of 3

Agency

Aberdeen Police Department -

Division/Unit
Executive Assistant

item
No.

Record Series Description

Retention

01 EA

Annual Reports

Retain for Term of Chief of Police plus 1
year, then convert or scan to Maryland
State Archives standards and destroy
paper originals. Transfer images to
Maryland State Archives after scanning
and retain reference copy locally for 25
years, then destroy

02 EA

Contracts

Retain for 1 year after contract has been
terminated or superseded, then destroy.

03 EA

Correspondence

03EA-A Transitory .
03EA-B Administrative
03EA-C Executive

A. Transitory - Retain until administrative
need ends and then destroy.

B. Administrative -Retain until end of Chief
of Police's term, then destroy. However,
business-related correspondence that is
essential to a core function of another series
follows the retention period for that series. -
C. Executive - Permanent, Retain until end of
Chief of Police's term, then scan and destroy
paper originals. Retain images for 20 years,
then transfer to Maryland State Archives.

04 EA

Fiscal Budget

Retain for 1 year, or until all CALEA
(Commission on Accreditation for Law
Enforcement Agencies) accreditation
requirements are met for current
assessment period, whichever is later,
then destroy.

‘05 EA

General Orders

Scan to Maryland State Archives
standards, then retain paper and images
for 10 years, then destroy paper originals.
Retain images for 10 additional years
then destroy.

06 EA

Legal Documents

Retain imtil case is closed, then transfer
to Aberdeen City Clerk.

07 EA

Meeting Agendas

These agendas have no historical value.
Retain for 3 years, or until all CALEA
accreditation requirements are met for
current assessment period, whichever is
later, then destroy.

08 EA

Personnel Files

Retain until end of employment, then
transfer files to City of Aberdeen Human
Resources. (CALEA 35.1.5g)

DG S 550-1

prepared by sechols; rev 6/14/12017




DEPARTMENT OF GENERAL SERVICES Tschedule No. M-393

RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 3 of 3
Agency Division/Unit
Aberdeen Police Department Executive Assistant
l:le:' Record Series Description Retention
o Scan to Maryland State Archives
09 EA | Personnel Orders standards, then retain paper and images

until the end of the Chief of Police’s term,
then destroy.

10 EA | Procurement Documents Retain for 1 year, then destroy.
Retain for 3 years after selection of
another candidate, or until all CALEA
11 EA | Promotional Process Documents accreditation requirements are met for

current assessment period, whichever is
later, then destroy.

12EA

Purchase Orders and Purchase Order
Requests

.| Retain for 1 year, then destroy.

13EA

Reimbursements

Retain for 2 years, then destroy.

14EA

Restitution (payments from former
detainees)

Retain until paid in full, then destroy.

15EA

Special Orders (Temporary Orders)

Retain paper originals and Maryland State
Archives standards scanned copies until
the end of the Chief of Police's term, then
destroy. ‘ '

16 EA

Staff Meeting Presentations

Retain until the end of the Chief of Police’s
term, then destroy.

DG S 550-1

prepared by sechols; rev 6/14/2017




1% 4

Instructions ~Type or Print a separate form for each
new or revised record series.

Forw%rd with Records Retention Schedule {DGS
550-

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Wateroo Road, P.Q, Box 275
Jessup, Maryland 20794

410-799-1930

AGENCY RECORDS INVENTORY

PAGE 01 EAOF 16 EA

1. Department/Agency 2. Division

Aberdeen Police Department

Command

3. Unit
Executive Assistant

4. Record Series Title
Annual Reports

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as relantion and disposﬁon purpeses.

5. Earliest Year/Latest Year
2008 to 2017

function of the serles )

6. Record Series Description (Briefly describe the types of lnformatlonldocurnent

orms found in the senes. Include the purpose or

Yearly Crime Statistics Documents, including PowerPomt presentations converted to PDF.

7. Record Series Formai(s) - List all 8. Record Series Sequence 9. Volume
) 10 Number
X Lettersize [ ] Microfiim [_] Aphabetical _
. D File Drawer(s)
D Legal Size |:| Computer Tape D Numerical D Microfilm Reel(s)
[] Audio Tape - [_] Fioppy Disk ] ehronciogical [ ] computer Tape(s)
D Bound Book I:I Video Tape ‘_—_I Geographical & Other (specify) file folders
@ Other (specify) Electronic: |:| Other (specify) 0. Annual Accumulation.
PowerPoint Presentations; PDF 1 Number
D File Drawer(s)
[:I Microfilm Reel(s)
D Computer Tape(s)
Other (specify) PowerPoint
Presentations
11. File is Used 12_File Becomes Inactive After
[ Joaiy [ ]wesky Monthly [ |Annually | Number 5 [ |Monthts) - [X] Year(s)

13. Current Location(s) (Bldg., Floor, Room)
Executive Assistant's Office
60 N Parke St, Aberdeen MD 21001

14.

Is Record Series Duplicated Elsewhere? (If yes, specify
agency or office.)

I:I Yes -

No

15. Access Resirictions (If Yes, cite Law(s) & Regulation(s)

DYes—'
X No

16.

Audit Requirements

. None D State D Federal D Independent

17. Is an Index System used? If yes, explain briefly and
describe requirements

D Yes -
X No

18.

Recommended Retention

Retain for Term of Chief of Police plus 1 year, then
convert or scan to Maryland State Archives standards
and destroy paper originals. Transfer images to
Maryland State Archives after scanning and retain
reference copy locally for 25 years, then destroy

19. Name and Title of Preparer
Jennifer Liberto, Executive Assistant

20. Telephone Number
410-272-2121

Z1. Date
6/14/2017

DGS 5504 (Rev. 1/43)




Instructions —Type or Print a separate form for each DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
new or revised record serigs. RECORDS MANAGEMENT DIVISION
7275 Walerloo Road, P.O. Box 275
Forward with Records Retention Schedule (DGS Jessup, Maryland 20794 PAGE 02 EAOF 15 EA
550-1) . 410-788-1830
1. Department/Agency 2. Division 3. Unit .
Aberdeen Police Department Command , Executive Assistant
DEFINITION: RECORD SERIES: A group of related records narmally filed and used as a unit for reference as w;all as retention and disposition purposes.
4. Record Series Title 5. Earliest Year/Latest Year
Contracts 201010 2017

6. -Record Series Description (Bneﬂy describe the types of information/documents/forms found in the series. Include the purpose or
function of the series.)

Contracts, Agreements, Memorandum of Understandings between the Aberdeen Police Department and
other law enforcement agencies, schools, private busniess.

7. Record Series Format(s) Listall 8. Record Series Sequence 9. Volume
) 1/8 Number
Letter Size I:l Microfilm D Alphabetical =~
’ . File Drawer(s)
D Legal Size D Computer Tape D Numerical |:| Microfiltm Reel(s)
D Audio Tape |:| Floppy Disk & Chronological : |:| Computer Tape(s)
[ |BoundBook  [_] Video Tape [] ceographical [ ] other (specify)
[ ] other (specity) [ ] other (specity) 10, Annual Accumuiation
1 Number
|:| File Drawer(s)
[ ] Microfilm Reel(s)
t ' I:I Computer Tape(s)

Other (specify) File Folder

11. File is Used 12. File Becomes Inactive After
[ lpaily [ ]weeky [X] Montnty [X]Annually | Number AgreementEnds | |Monthis) [ | Year(s)
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify

agency or office.)
g Yes - Aberdeen City Clerk

I:lNo '

Executive Assistant's Office
60 N Parke St, Aberdeen MD 21001 _

15. Access Restrictions {If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements

|:| Yes - _ DX None [ ] state |:| Federal [ | Independent
X No

17. Is an Index System used? If yes explain briefly and 18. Recommended Retention

describe requirements Retain for 1 year after contract has been terminated or
D Yes- | superseded, whichever is sooner, then destroy.
| No )
19. Name and Title of Preparer 20. Telephone Number 21. Date
Jennifer Liberto, Executive Assistant 410-272-2121 6/14/2017

DGE 5504 {Rev, 1/93)



Instructions -Type or Print a separate form for each

new or revised record series.

Forward with Records Retention Schedule (DGS

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jassup, Maryland 20794

AGENCY RECORDS INVENTORY

- PAGE 03 EAOF 15 EA

550-1) 410-793-1930
1. Department/Agency _ 2. Division 3. Unit
Aberdeen Police Department Command Executive Assistant

i[_DEFINITION: RECORD SERIES: A group of related reoords normally filed and used as a unit for reference as well as relention and disposition purposes.

4. Record Series Title

5. Earliest Year/Latest Year

A. Correspondence - Transitory
B. Correspondence - Administrative
C. Correspondence - Executive

201010 2017

6. Record Series Description (Briefly describe the types of information/documen

'orms found in the series. Include the purpose or
function of the series.)

A. Transitory - Incoming and outgoing correspondence related to matters of short term interest. Transmittal -
correspondence between individuals, departments or external parties containing no final contractual, financial
or policy information; does not impact agency functions; and when resolved, there is no further use or purpose.

B. Administrative - Incoming and outgoing business-related correspondence created in the course of
administering agency functions and programs and documents implementation of Department functlons work
assigned, work accomplished, transactions made, or actions taken.

C. Executive - Qutgoing non-transitory, business-related correspondence of the Chief of Police. These records
document executive decisions made regarding agency interests and provide unique information relating to the
functions, policies, procedures or programs of an agency. ‘

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
. 1 Number
Letter Size [ _| Microfilm [L] Atehabeticai _
_ [X] Fite Drawer(s)

‘:l Legal Size D Computer Tape D Numerical D Microfilm Reel(s)
I:] Audio Tape I:l Floppy Disk & Chronological |:| Computer Tape(s)
|:| Bound Book |:| Video Tape [:I Geographical D Other (specify)
& Other (specify) Email D Other (specify) 10.”Annual Accumulation

1/2 Number

g File Drawer(s}

[ ] Microfiim Reel(s)

[:I Computer Tape(s)

[ ] other (specify)
11. File is Used 12. File Becomes Inactive After

[ ]oaily [ ]weekty [X] Montnly [ ] Annualy

13, Current Location(s) (Bidg., Floor, Room)
Executive Assistant's Office
60 N Parke St, Aberdeen MD 21001

Number 1

I:] Month(s) Year(s)

14. Is Record Series Duplicated Elsewhere? (If yes, specify
agency or office.)

DYes-
. &No

DGS 550-4 (Rev. 1/83)

03 EA Page 1 of2



Instructions -~Type or Print a separate form for each
new or revised record series.

Forwa’rd with Records Retention Schedule (DGS
§50-1 .

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Read, P.O. Box 275
Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE 03 EAOF 15 EA

1. DepartmenAgency
Aberdeen Police Department

2. Division
* Command

3. Unit
Executive Assistant

[ ] Yes-

No

. 15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

16. Audit Requirements

& None D State D Federal D Independent

describe requirements

DYes-
@ No

17. Is an Index System used? If yes, explain briefly and

then destroy.

18. Recommended Retention
A. Transitory - Retain until administrative need ends and. -

B. Administrative - Retain until end of Chief of Police's term,
then destroy. However, business-related correspondence
that is essential to a core function of another series follows
the retention period for that series.

C. Executive - Permanent. Retain until end of Chief of Police's
term, then scan and destroy paper originals. Retain images
for 20 years, then transfer to Maryland State Archives.

19. Name and Title of Preparer
" Jennifer Liberto, Executive Assistant

20. Telepho'ne Number
410-272-2121

21. Date
6/21/2017

DGS 550-4 (Rev. 1/83) [

03 EA Page 20f2




Instructions ~Type or Print a separate form for each
new or revised record series.

ggram%rd with Records Retention Schedule (DGS

DEPARTMENT QF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterioo Reoad, P.Q. Box 275
Jessup, Maryland 20794
410-709-1830

AGENCY RECORDS INVENTORY

PAGE 04 EA OF 15 EA

" 1. Department/Agency
Aberdeen Police Department

2. Divisicn
Command

3. Unit
Executive Assistant

DEFINITION: RECORD SE

4. Record Series Tit
Fiscal Budget

e

RIES: A group of related records normally filed and used as a unit for referen

ce as well as retention and disposition purposes.
5. Earliest Year/Latest Year

201510 2017

function of the series.)

documents, filed by line item number.

6. Record Series Description (Brleﬂy describe the types of information/documents/forms found in the series. Include the purpose or

Lists of line items for the Department’s budget, approved by City Council; Paid Invoices and supporting

Klpaiy [ Jweeky [ ] Monthly

Number 1

D Annually

[ ] Monthis)

7. Record Series Format(s) Listall 8. Record Series Sequence 9. Volume
Letter Size I:l Microfilm D Alphabetical £ :Iun':er
I—__l Legal Size I:I Computer Tape & Numerical [:I Iv:i:r m.:::éz(s)
D Audio Tape |:| Floppy Disk I:' Chronological D Computer Tape(s)
[ ]BoundBook [ ] video Tape [ ] Geographical [ ] other (specify)
D Other (specify)- D Other (specify) 10. Annuat Accumulation
1/8 Number
File Drawer(s)
[ ] Microfiim Reel(s)
|___| Computer Tape(s)
D Qther (specify)
11. File is Used 12. File Becomes Inactive After

Year(s)

13. Current Location(s) {Bldg., Floor, Room)
Executive Assistant’s Office
60 N Parke St, Aberdeen MD 21001

[ Ino

14. Is Record Series Duplicated Elsewhere? (If yes, specify
agency or office.}

Yes - City of Aberdeen Finance Department

D Yes —

D o

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

16. Audit Requirements

& None |:] State D Federal - [:l Independent

describe requirements

DYes-
No

17. Is an Index System used? If yes, explain briefly and

18. Recommended Retention

Retain for 1 year, or until all CALEA accreditation
requirements are met for current assessment period,
whichever is later, then destroy.

19. Name and Title of Preparer
Jennifer Liberto, Executive Assistant

20. Telephone Number
410-272-2121

21. Date
6/14/2017

DGS 560-4 (Rev. 1/83)




Instructions ~Type or Print a separate form for each DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
new or revised record series. REE%%)S MANQG%ME%T DIVI%!{ON
. 7 aterloo Road, P.O. Box 275
Forward with Records Retention Schedule {(DGS Jessup, Maryland 20794 PAGE 05 EA OF 16 EA
550-1) 410-783-1930
1. Department/Agency 2. Division 3. Unit
Aberdeen Police Department Command Executive Assistant

DEFINITION: RECORD SERIES: A group of refated records normally filed and used as a unit for reference as well as retention and disposition purposes.
4. Record Series Title 5. Earliest Year/Latest Year

General Orders 2009 t0 2017

6. Record Series Description (Briefly describe the types of information/documents/fforms found in the series. Include the purpose or
function of the series.)

' Notice to employees from the Chief of Police announcing revisions and amendments to existing policies, or
introducing new policies in the APD Policies and Procedures Manual.

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume

Letter Size D Microfilm 7 I:] Alphabetical ZENIU:Ibe[r)

[ ] Legal Size [] Computer Tape |:| Numerical [] N:i:m;::r:z(s)

D Audio Tape D Floppy Disk Chronological |:| Computer Tape(s)
I:] Bound Book |:| Video Tape I:' Geographical . Other (specify) Binder
x Other (specify) See #14 on this Other.(specify) , 10. Annual Accumulation
sheet; Record Series is maintained on : 1/2 Number

Executive Assistant's H: drive (MS D File Drawer(s)
Word) and on Department SharePoint
server (PDF) I:' Microfilm Reel(s)

|:| Computer Tape(s)
Cther (specify) Binder

11. File is Used 12. File Becomes Inactive After ]

[ Joaily [ ]weeky Monthly [ _]Annually | Number 4 [ |Monthis)  [X] Year(s)

13. Current Location(s) (Bldg., Floor, Room) 14, Is Record Series Duplicated Elsewhere? (If yes, specify
Executive Assistant’s Office ' _ agency or office.)

60 N Parke St. Aberdeen MD 21001 & Yes - Executive Assistant’s H: drive, MS Word;

Department SharePoint server, PDF

[ |No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) || 16. Audit Requirements

D Yes - None I:l State I:] Federal D Independent
No

17. 1s an Index System used? If yes, explain briefly and || 18. Recommended Retention
describe requirements Scan to Maryland State Archives standards, then retain

Yes - Word Search document contents paper and images for 10 years, then destroy paper
|:| No ' ' originals. Retain images for 10 additional years then
. _ destroy.
19. Name and Title of Preparer 20. Telephone Number 21. Date
Jennifer Liberto, Executive Assistant 410-272-2121 8/11/2017

DGS 5504 {Rav. 183)



Instructions -Type or Print a separate form for each
new or revised record series.

ggaw%rd with Records Retention Schedule (DGS

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloc Road, P.O. Box 275
Jessup, Maryland 20794
410-799-1830

AGENCY RECORDS INVENTORY

PAGE 06 EA OF 16 EA

1. Department/Agency
Aberdeen Police Department

2. Division
Command

3. Unit
Executive Assistant

Record Series Title
Legal Documents

DEFINITION: RECCRD SERIES: A group of related records normally filed and used as a unit for refaren

ce as well as retention and disposition purposes.

5. Earliest Year/Latest Year
201310 2016

6.
function of the series.)

Case documents of lawsuits against the Police Department

Record Series Description (Briefly describe the types of information/documents/forms found in the series, Include the purpose or

|:] Daily D Weekly . Monthly

D Annually

7. Record Series Format(s) List all. 8. Record Series Sequence 9. Volume
_ 1/4 Number
X Letter size [] Microfiim [_| Aiphabetical —
. File Drawer(s}
D Legal Size I:I Computer Tape D Numerical D Microfilm Reel(s)
[ JAudioTape [ | Floppy Disk [] chronclogical [ Computer Tape(s)
[JBoundBook [ |videoTape | [_] Geographicat [ ] other (specify)
D Other (specify) g Other (specify) Incident 10. Annual Accumulation
[_] Fite Drawer(s)
|:| Microfitm Reel(s)
El Computer Tape(s)
Other (specify) file folder
11. File is Used 12. File Becomes Inactive After

Number Case is Closed D Month(s})

|:’ Yea.r(s)

13 Current Location(s) (Bldg., Floor Room)
Executive Assistant's Office
60 N Parke St, Aberdeen MD 21001

[ Ino

14. Is Record Serfes Duplicated Elsewhere? (If yes, specify |
agency or office.)

X] Yes - Aberdeen City Clerk

DYes—

No

15. Access Reotrictions (If Yes, cite Law(s) & Regulation(s)

16. Audit Requirements

& None I:l State |:| Federal I:I Independent

describe requirements

D Yes

cases.

17. Is an Index Systern used? If yes, explain briefly and

X| No - There are fewer than 5 cases on file. An
index is not necessary until there are more than 15

City Clerk.

18. Recommended Retention
Retain until case is closed, then transfer to Aberdeen

19. Name and Title of Preparer
- Jennifer Liberto, Executive Assistant

20. Telephone Number
410-272-2121

21. Date
8/11/2017

DQS 5504 {Rev, 1/83) -




Instructions —Type or Print a separate form for each
new or revised record series.

gg(r;aqa)rd with Records Retention Schedule (DGS

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterlao Road, P.O. Box 275
Jessup, Maryland 20794
410-789-1930

AGENCY RECCORDS INVENTORY

PAGE 07 EAOF 15 EA

1. Department/Agency
Aberdeen Police Department

2. Division
Command

3. Unit
Executive Assistant

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unil for reference as well as relention and disposilion purposes,

4. Record Series Title
Meeting Agendas

5. Earliest Year/Latest Year
201010 2017

function of the series.)
Checklists of Agenda Items for various meetings.

6. Record Series Description {Briefly describe the types of information/documentsfforms found in the series. Include the purpose or

[[Joaly [ ]weeky Monthly || Annually

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
Letter Size D Microfilm I:I Alphabetical Bu:;:etr)rawer(s)
|:| Legal Size D Computer Tape D Numerical |:| Microfilm Reel(s)
|:| Audio Tape D Floppy Disk & Chronological D Computer Tape(s)
|:| Bound Book I:l Video Tape D Geographical Other (specify) file folder
D Other (specify) |:| Other (specify) 10. Annual Accumulation
1 Number
D File Drawer(s)
D Microfilm Reel(s)
I:l Computer Tape(s)
& Other (specify) file folder
11. Fileis Used 12. File Becomes Inactive After

I:I Month(s) @ Year(s)

Nu.mber 1

13. Current Location(s) (Bldg., Floor, Room)
Executive Assistant’s Office
60 N Parke St, Aberdeen MD 21001

14. Is Record Series Duplicated Elsewhere? (If yes, specify
agency or office.)

|:|Yes—
N

0

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

|:|Yes—
No .

16. Audit Requirements

& None I:I State D Federal D Independent

17. Is an Index System used? If yes, explain briefly and
describe requirements

D Yes -
g No

18. Recommended Retention

These agendas have not historical value. Retain for 3
years, or until all CALEA accreditation requirements are
met for current assessment period, whichever is later,
then destroy.

19. Name and Title of Preparer
Jennifer Liberto, Executive Assistant

20. Telephone Number
410-272-2121

21. Date
6/14/2017

DGS 5508 (Rav. 183)




Instructions —Type or Print a separate form for each
new or revised record series.

Forward with Records Retention Schedule (DGS
550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.Q. Box 275
Jessup, Maryland 20794
410-700-1930

AGENCY RECORDS INVENTORY

PAGE OB EAOF 15 EA

1. Department/Agency '
Aberdeen Police Department

2. Division
Command

3. Unit
Executive Assistant

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and GiSPOSILON PUIPOSES. -

4. Record Series Title
Personnel Files

5. Earliest Year/Latest Year
1980 o0 2017

function of the series.)

6. Record Series Description (Briefly describe the types of infermation/documents/

orms found in the series. Include the purpose or

Application, Oath of Office, Counselmg Forms, Certificates, diplomas, training reports, personnel orders,
commendations, performance evaluations, applicant background investigations, polygraph records, medical,
.psychological, and fitness examination results; Outside Employment requests.

[ ] paiy

[ Jweexy [X] mMontty [ ] Annualy

Number Employment ends

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
' Letter Size |:| Microﬁlm AIphab-.etical NFl:In;b:awe.r(s)
D Legal Size |:| Computer Tape |:| Numerical D Microfilm Reel(s)
|:| Audio Tape D Floppy Disk I:l Chronological [ ] computer Tape(s)
D Bound Book |:| Video Tape I:I Geographical I:l Other (specify)
D Other (specify) I:l Other (specify) 10. Annual Accumulation
2 Number
D File Drawer(s)
D Microfilm Reel(s)
D Computer Tape(s)
Other (specify) Binders/file folders
11. File is Used 12. File Becomes Inactive After

[ Imonthis)y [ ] Year(s)

Executive Assistant’s Office
60 N Parke St, Aberdeen MD 21001

13. Current Location(s) (Bldg., Floor, Room)

|:|Yes-

] No

7. 1s Record Series Duplicated Elsewhere? (If yes, specify
agency or ofﬂce.)

[:]Yes—
| No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

16. Audit Requirements

. None |:| State D Federal D Independent

describe requirements

|:|Yes-
No

17. Is an Index System used? If yes, explain brieﬂy and

~ 18. Recommended Retention

Retain until end of employment, then transfer files to
City of Aberdeen Human Resources. (CALEA 35.1.5g)

19. Name and Title of Preparer
Jennifer Liberto, Executive Assistant

20. Telephone Number
410-272-2121

21. Date
6/14/2017

DGS 550-4 {Rev. 183)




Instructions ~Type or Print a separate form for each DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
new or revised record series. Reccélws Ml:rglAGEMElgl‘ DIVigION
7275 Waterloo Road, P.Q. Box 275
Forward with Reoords Retention Schedule {DGS ) Jessup, Maryland 20794 PAGE 09 EAOF 16 EA
550-1) ] 410-795-1830
1. Department/Agency . 2. Diviston 3. Unit
Aberdeen Police Department Command ' - Executive Assistant

DEFINITION: RECORD SERIES: A group of relaled records normally filed and used as a unit for reference as well as retention and disgosmon purposes.
4. Record Series Title 5. Earliest Year/Latest Year

Personnel Orders - 2004 to 2017

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or
function of the series.)

Notice to personnel that anounces Appomtment of new personnel; Reassignment of employees; Promotlon
or demotion of personnel; Suspension of police authority; Disciplinary action regarding loss of leave;
suspension or dismissal; Termination by resignation or retirement; or Other changes or events that affect APD

personnel
7. Record Series Formati(s) List all 8. Record Series Sequence 9. Volume
: . 1 Number
] ter size ] Miroim | bt [ ] File Drawer(s)
i Numerical
l:l Legal Size D Computer Tape D . D Microfilm Reel(s)
[JAudioTape [ ] Ftoppy Disk [X] crronological [] computer Tape(s)
D Bound Book . I:I Video Tape D Geagraphical E Other (specify) file folder
[ Otner (specify) See #14 on this [ ] other (specify) 70, Annual Accumulation
sheet; Record Series is maintained on ' . 1 Number
Executive Assistant's H: drive (MS |:| File Drawe
Word) and on Department SharePoint D ile Drawer(s)
server (PDF) Microfilm Reel(s)
‘ D Computer Tape(s)
Other (specity) file folder
11. File is Used 12. File Becomes Inactive Aﬁer
|:| Daily D Weekly & Monthly l:l Annually | Number 3 D Month(s) X Year(s)
T3 Curren Cocation(s) (Bldg., Floor, Room) 14, Ts Record Series Duplicated Elsewhere? (If yes, specily ||
agengcy or office.)

Executive Assistant's Office

60 N Parke St. Aberdeen MD 21001 g Yes - {1)Executive Assistant’s H: drive, MS

Word; (2) Department SharePoint server, PDF;
(3) Affected Personnels' personnel files {paper)

) , No
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s} 16. Audit Requirements

D Yes - None D State I:I Federal I:l Independent
DX no ) : :

17. Is an Index System used? If yes explain briefly and | 18. Recommended Retention
describe requirements Scan to Maryland State Archives standards, then retain

D Yes - paper and images until the end of the Chief of Police's
~ XNo 3 term, then destroy.
me of Preparer g 20. Telephone Number 21. Date
Jennifer Liberto, Executive Assistant 410-272-2121 8/11/2017

DGS 5504 (Rav, 1/83)



Instructions —Type or Print a separate form for each
new or revised record series.

Forward with Records Retention Schedule (DGS

DEPARTMENT QOF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Walerloo Road, P.O. Box 275
Jessup, Maryland 20794

~ AGENCY RECORDS INVENTORY

PAGE 10 EAOF 15 EA

Aberdeen Police Department

550-1) 410-758-1930
1. Department/Agency 2. Division 3. Unit
Command

Executive Assistant

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as relention and disposition purposes.

" function of the series.)

4. Record Series Title 5. Earliest Year/Latest Year
Procurement Documents 2016102017
6.

Record Series Descnptnon (Briefly describe the types of mformat:on!documentsiforms found in the series. Include the purpose or

Requests for purchases and background documentation

Executive Assistant's Office
60 N Parke St, Aberdeen MD 21001

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
& Letter Size D Microfilm D A!p:»hab'etical E\l]u;::e;rawer(s)
I:' Legal Size EI Computer Tape D Numerical : D Microfilm Reel(s)
[ ]Audio Tape [ ] Floppy Disk [X] chronological [ Computer Tape(s)
|:| Bound Book D Video Tape D Geographical Other (specify) Binder
|:| Other (specify) ' |:| Other (specify) 10. Annual Accumulation
1 Number
[ ] File Drawer(s)
D Microfilm Reel(s)
D Computer Tape(s)
B g Other (specify) Binder
11. .i=ile is Used 12. File Becomes Inactive After
I:l Daily D Weekly Monthly |:| Annually (| Number 1 |:I Month(s) IX Year(s)
13. Current Location(s}) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify

agency or office.)

|:| Yes -
No

15. Access Restrictions (If Yes, cite Léw(s) & Regulation(s)

D Yes —
| No

16. Audit Requirements -

None D State D Federal D Independent

17. Is an Index System used? If yes, explain brlefly and
describe requirements

DYes-
X no

18. Recommended Retenticn
Retain for 1 year, then destroy.

19. Name and Title of Preparer
Jennifer Liberto, Executive Assistant

20. Telephone Number
410-272-2121

21. Date
6/14/2017

DGS 550-4 {Rev. 1/83)




Instructions —Type or Prin a separate form for each
new or revised record series.

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7275 Waterloo Road, P.Q. Box 275 -
Forward with Records Retention Schedule (DGS Jessup, Maryland 20794 PAGE 11 EAOF15EA .
550-1) ) 4107994930
1. Department/Agency 2. Division 3. Unit
Aberdeen Police Department Command . Executive Assistant

DEFINITION: RECORD SERIES: A group of related records normally fled and used as a unit for reference as well as retenfion and disposition purposes. -

4. Record Series Title

Promotional Process Documents

5. Earliest Year/Latest Year
201010 2017

function of the series.)

6. Record Series Description (Briefly describe the types of information/documents/forms found inthe series. Include the purpose or

Records of candidates who participated in the process but did not receive a promotlon

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
Letter Size || Microfim [] Aiphabetical ::';::Uer(s)
D Legal Size [ ] computer Tape D Numerical - D Microfilm R eel(s)
EI- Audio Tape I:l Floppy Disk E Chronalogical D Computer Tape(s)
|:| Bound Book D Video Tape D Geographical |:| Other (specify)
I:l Other (specify)‘. D Other {specify) 10. Annual Accumulation
1/2 Number
File 5rawer(s)
[:l Microfilm Reel(s)
D Computer Tape(s)
III Other (specify)
11. File is Used 12. File Becomes Inactive After

[Joaiy - [ Jweerty [X] Monthty [ JAnnually | Number 1 [ Jmontnis) X vear(s)

Executive Assistant's Office
60 N Parke St, Aberdeen MD 21001

13. Current Location(s) (Bldg., Floor, Room)

14. Is Record Series Duplicated Elsewhere? (If yes, specify
agency or office.)

DYes-
IENO

DYes—
A No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s} 16. Audit Requirements

None |:I State D Federal D Independent

describe requirements

|:|Yes-
DX no

17. Is an _index System used? If yes, explain bneﬂy and 18. Recommended Retenticn

Retain for 3 years after selection of another candidate,
or until all CALEA accreditation requirements are met
for current assessment period, whichever is later, then

_ destroy. .
19. Name and Title of Preparer 20. Telephone Number 21. Date
Jennifer Liberto, Executive Assistant 410-272-2121 6/14/2017

DGS 550-4 (Rav, 1/83)




Instructions -Type or Print a separate form for each
new or revised record series.

Forward with Records Retention Schedule (DGS
550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O, Box 275
Jessup, Maryland 20794
410-785-1830

AGENCY RECORDS INVENTORY:

PAGE 12 EA OF 15 EA

1. Department/Agency
rAberdeen Police Department

2. Division ‘
Command

3. Unit
Executive Assistant

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as relention and (iSpOSTIoN PUTPOSES.

4. Record Series Title 5. Earliest Year/Latest Year
Purchase Orders and Requests 2015 to 2017
6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or
function of the series.)
Approved memos requesting to purchase supplies, uniforms, weapons, equipment.
7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
: . ' 1/2 Number
Letter Size || Microfilm [ Aphabetical T .
. |:| N cal File Drawer(s}
i umenc
I:l Legal Size D Computer Tape = » D-Mi crofilm Reel(s)
[awotsse  [Jropoyosic | X crronoiogia [ Compuier Tapets
I:I Bound Book D Video Tape D Geographical Other (specify)
[ other (specify) [ ] other (specify) 10, Annual Accumulation
1/2 Number
File Drawer(s)
D Microfilm Reel(s)
D Computer Tape(s)
[] other (specify)
11. File is Used . 12_ File Becomes Inactive After
[ Joaily [ ]weekly Monthly [ |Annually | Number 1 [ |Monthis) X Year(s)

13. Current Location(s) (Bldg., Floor, Room)
Executive Assistant's Office
60 N Parke St, Aberdeen MD 21001

|:|Yes-
X No

14. Is Record Series Dupllcated Elsewhere? (If yes, specify
agency or office.)

|:| Yes —
No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

16. Audit Requirements

None | | State [ |Federal [ ] independent

describe requirements

[ ] es-
No

17. Is an Index System used? If yes, explain briefly and

18. Recommended Retention
Retain for 1 year, then destroy.

19. Name and Title of Preparer
Jennifer Liberto, Executive Assistant .

20. Telephone Number
410-272-2121

21. Date
6/14/2017

DES 5504 (Rov. 1/83)




Instructions -Type or Print a separate form for each

new or revised record series.

Forwa)rd with Records Retention Schedule (DGS
550-1

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
410-799-1830

AGENCY RECORDS INVENTORY

PAGE 13 EAOF 15 EA

1. Department/Agency
Aberdeen Police Department

2. Division
Command

3. Unit
Executive Assistant

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and dlsposmon OUIPOSESs.

4. Record Series Title
Reimbursements

5. Earliest Year/Latest Year
201010 2017

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or

function of the series.)

Invoices to businesses and agencies for police services, and records of payments received.

7. Record Series Format(s) List all 8. Record Series Sequence - 9. volume
. ) 1 Number
IE Letter Size |:| Microfilm [:l Alphabetical :
N D File Drawer(s)
D Legal Size I:' Computer Tape D Numerical D Microfilm Reel(s)
7 .
D Audio Tape I:l Floppy Disk Chronological I:l Computer Tape(s)
D Bound Book |:| Video Tape D Geographical Other (specify) file folder
[] Other (specity) [ ] other (specify) 70. Annual Accumulation
1 Number
I:l File Drawer(s)
[ ] Microfilm Reel(s)
I:I Computer Tape(s)
Xl Other (specify) file folder
11. File is Used 12. File Becomes Inactive After

El Daily

I:IWeekly & Monthly DAnnually

Number 1

|:| Month(s)

Year(s)

13. Current Location(s) (Bldg., Floor, Room)

Executive Assistant's Qffice

60 N Parke St, Aberdeen MD 21001

[ Ino

14, s Record Series Duplicated Elsewhere? (If yes, specify |
agency or office.)

Yes - City of Aberdeen Finance Department

15. Access Restrictions (If Yes, cite Law{s) & Regulation(s)

[ ]ves-
No

16. Audit Requirements

. X]None [ |state [ ]Federal [ ]independent

i7. Is an Index System used? If yes, explain briefly and

describe requirements

DYes-

No

i

18. Recommended Retention
Retain for 2 years, then destroy.

19. Name and Title of Preparer
Jennifer Liberto, Executive Assistant

20. Telephone Number
410-272-2121

21. Date
6/14/2017

DGS 550-4 {Rev. 1/93)




Instructions -Type or Print a separate form for each
new aor revised record series.

Forwa)rd with Records Reiention Schedule (DGS
550-1

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterfoo Road, P.O. Box 275
Jessup, Maryland 20794

4107891930

AGENCY RECORDS INVENTORY

PAGE 14 EAOF 15EA

1. ' Department/Agency
Aberdeen Police Department

2. Division
Command

3. unit
Executive Assistant

DEFINITION: RECORD SERIES: A gro-up of related records normally filed and used as @ unit for reterence as well as relention and disposition purposes.

4. Record Series Title
Restitution Records

5. Earliest Year/Latest Year
2011t0 2011

function of the series.)

6. Record Series Description {Briefly describe the types of information/documents/forms found in the series. Include the purpose or

Records of payments received from former detainees

[ Joaity [ ]weedy [X] Monthly [ ] Annually

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume .
g Letter Size D Microfilm ' [:l Alphab.etical aulznﬂ:etl;rawer(s)
|:| Legal Size D Computer Tape I:I Numerical D Microfilm Reel(s)
|:| Audio Tape I:' Floppy Disk Chronological D Computer Tape(s)
D Bound Book D Video Tape |:| Geographical & Other (specify) file folder
D Other (specify) D Other (specify) 10. Annual Accumulation
0 Number
D File Drawer(s)
D Microfilm Reel(s)
|:| Computer Tape(s)
D Other (specify)
11. File is Used 12. File Becomes Inactive After

Number Paid in Full

I:I Month(s) D Year(s)

~13. Current Location(s) (Bldg., Floor, Room)
Executive Assistant's Office
60 N Parke St, Aberdeen MD 21001

14. Is Record Series Duplicated Elsewhere? (if yes, specily |
agency or office.) y

DYes-
No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

[ ves-

No

16. Audit Requirements

None I:l State |:| F.ederal D Independent

17. Is an Index System used? If yes, expléin briefly and
describe requirements

DYes-

No

18. Recommended Retention
Retain until paid in full, then destroy.

19. Name and Title of Preparer
Jennifer Liberto, Executive Assistant

20. Telephane Number
410-272-2121

21. Date
6/14/2017

DGS 5504 (Rev. 153)



Instructions -Type'or Print a separate form for each
new or revised record series.

Forward with Records Retention Schedule (DGS

DEPARTMENT QF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
_Jessup, Maryland 20794

AGENCY RECORDS INVENTORY

PAGE 15 EAOF 15EA

550-1) 410-795-1930
1. Department/Agency 2. Division 3. Unit
Aberdeen Police Department Command Executive Assistant

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for referen

ce as well as retention and disposition purposes.

4. Record Series Title - 5. Earliest Year/Latest Year
Special Orders (Temporary Orders) * 2006 to 2017
6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or
function of the series.)
Notice to Employees about a policy, procedure, or activity. The order has a termination date.-
7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
1 Number
Letter Size D Microfilm D Alphabetical ]
‘ Nurmerical |:| File Drawer(s)
|:| Legal Size D Computer Tape N D Microfilm Reel(s)
|:| Audio Tape I:l Floppy Disk D Chronological D Computer Tape(s)
|:| Bound Boak D Video Tape I:l Geographical Other (specify) file folder
|:| Other (specify) I:l Other (specify) 10. Annual Accumulation
- : 1 Number
D File Drawer(s)
[:l Microfilm Reel(s)
D Computer Tape(s)
W Other {specify) file folder
PAN
11. File is Used 12. File Becomes.Inactive After

|:| Month(s) Year(s)

Number 1

[ Joaiy [ ]weekiy Monthly . [ | Annually

14. Is Record Series Duplicated Elsewhere? (If yes, specify
agency or office.)

Yes - Executive Assistant's H: drive, MS Word

DNO ’

13. Current Location(s) (Bldg., Floor, Room)
Executive Assistant’s Office
60 N Parke St, Aberdeen MD 21001

16. Audit Reguirements

None D State |:| Federal |:| Independent

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

|:| Yes —
No

18. Recommended Retention

Retain until the end of the Chief of Police's term, then
destroy.

17. Is an Index System used? If yes, explain briefly and
. describe requirements

Yes — Word Search Exec Asst's H: drive.

|:|No

21. Date
6/14/2017

19. Name and Title of Preparer
jennifer Liberto, Executive Assistant

20. Telephone Number
410-272-2121

DGS 5504 (Rev. 103}



